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ASSIBTANT MANAGEMENT OFFICER ~ G3~0303.01-15

I. BTATEMENT OF DUTIES AND REEPONSIBILITIES
8. Introduction

This position is one of four Assistant Management Off . the Mane
sgement Blaff of the DD/A, and exerciges respouibg“i;a;grm“. e
sotivities in & major ?raarm. aree of the Agensy. The four progras ..
areas ere ¢s fallayaa 1) Deputy Director (Administration)j (2) Dep ty
Director (Plans}; (3) Deputy Director (Intelligemse); an&'fls) Office of

Personnel, Office of Training, end Office of Commmications. e

b. Duties and Responsibilities

(1) The inousbent is responsible for g comprehensive mansgement program b
for hesdquarters and field cowponents of the ares, ﬁamf?gut e
not limited to, studies of functious, pollaies, and organization
evd the clarification of relationships (including heedquartersefield
relationships); surveys of manpower, work loads, staffing require-
uents, procedures, methods, and systems; the examination of programs '
im tudgets as developed by operating offictals for evidence of peed = '
for economy of cperation or overlsppivg snd dupliestion of funations;
the development of work measurement, work simplifieation, records -
systems, and other specilal programs. ? o

(2) Develops programs and plans for the improvens nanagee
e k - o nt of overell -
i ment in the eres, and the relative euphasis to be glven each progr
taking into consideration changes and trenmds in substantive programs
and policies of the agency; and establishes mansgement projects, = ..
including the objective, priority, and timing. ' ’ |

(3) Initietes brosd edministrative policles bee R
policies bearing not a1
adninistration but also on personnel, ﬁnamﬁ, m@“m"wm"“' R
gdministration, and gcts as leader of task groups of representa- '
tives from other support components to conslder such polictes.

(4) Furnishes policy guidence, aounsel, gnd ' ]
" general direction
stalf mewbers and reviews their performence for soundness :g .‘;',‘2;—3...
clusions snd adherence to policy.

(5) Provides advice and assistance to to ‘
. : p-level officials on general
and specific management problems and the management impld ne
of proposed substantive progrems. n catio

(6)

/
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{a) Membership in mensgement societies

(v) Attendpnce of conferences and conventions
(¢) Personal contacts

(4) Resding and study

{7) Contimuously appraises the activities in the program area to
1dentify areas of needed improvement, snd to devise and recommend

improvenents.

(8) Provides a central, authoritative, point of information on au~
thorities, functions, and responsibilities of components in the
ares snd thelr relationshipe to other ares components and outside

agencies.

(9) Personelly hendles specisl management problems in the ares of an
especially sensitive or important nature; and as recuested, those
of an Agency~wide or interegency scope.

(10) Travels to | £ield offices when necessaxy to 25X1A
conduct surveys or develop solutions to special problems.

(11} Acts es llaison to groups from outside the Agency, investigating
organizstion or menegement problems in the ares.

SUPERVISION

Bupervision is recelved by the ipcusbent from the Chief, Management Staff,
in the form of geperal objectives to be gccomplished or in some cases
suggested projects, and seccomplishments are reviewed in light of overall
policy and to determive whether programs are effective in accomplishing
the needs of the Agency. Direction may also come from the DD/A or

higher suthority and from top-level operating officials in the form of
assigmoents or cbjectives which zmet be translated into specific projects
or sctivities. The incumbent initiates and carries out his work with

the highest degree of independence and meximum freedom in performence,
exerting lemdership without reference to higher authority. -

Several organization and methods examiners are supervised on a con-
timuous besis, and detailed perscnnel from other components of the
agency for the length of their assignment to special projects. Due

to the fact thet the lncumbent will be required to persounally conduct
speclal, Agsncy-wide or intersgency projects, requiring extensive
sbsences from his regular duties, one examiper in the program arca is
designated Associste Assistant Management Officer to mssume the incum-
bent's duties in his absence.
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QUALIFICATION REQUIREMENTS

Knowledges

The incumbent must bave in sddition to speclglized knowledge of O & M
technliques, & broad knovledge of management principles and how to apply
them to complex, operating situations; and a working knowledge of eco-
uomics, sccounting, budgeting, personnel administration, logistics, and
trafning, A knowledge of govermmental processes, both civilian and
atlitary, is essential, ss well as intelligence methods and processes.
Due to the fect thet centrslized intelligence and clandestine cperations
are relatively nev, and dbecause striet compartmentation is cbserved,
sudstantive knowledge as to doctrine and procesgses is only partislly
documsnated and availsble. These facts require thet the incumbpet must
soquire ¢ large, personal knovledge of substantive operations for
managenent programming, not ordinerily required in similar positions.

Bkills

Whsle operating skill is not essential; a working knovledge of the
cperetlion and cspebilities of office type machines and systeme is
in order to give general sdvice and sesistance {as distin.
shed from the specialized assistence of the Business Machines
Officer) as to their need, production, and utilization.

Abilities

Special ebilities are necesgary for writing clear, succinet reports
to top officials and for lecturing in menagement courses. Extremely

t 1s the ability to meke high-level contacts snd tc maintsin
smsoth and effective relationghips. Outstanding ebility is required
in securing concurrences of top officials and resclving conflicts in
conceptes and opinions of cperating perscnnel. Ability to visualigze
sccurately the effect of nev programs, sctivities, and legislation upon
organization, funetions, procedures, and methods is esgential; also
the ability to lesd employees under his supervision or chairmanship
on special comittees.

Work experience and education

Experience st 3 high level, requiring planning and emcutins of manage-
ment programs is essential. Both specialized OSM experience and broed,
sdminigtrative experience, including supervielon, are necessary. Twelve
to Tifteen years of progressively responsidle experience in o field
clesely related to organizstion and methods examining in elther govern-
mept or private snterprise is necessary. Successful completion of
study at sn accredited college or university in Public Administration,
Business Adminietration, Industrial Mgemnt, similar field way

be substituted for experience.

Physical requirements. No wmisual ones atteched to this position.
Approved For Release 2002/05/(6§ DP78-04718A0011@?§@Q&1




f.

Y.

e

B,

S

R |
Approved For Release 2002/05/08 : CIA-RDP78-04718A001100050003-3

Personel charscteristics

Incumbent must have sound judgment, common sense, tact, resourcefulnes _
perseverance, and forcefulness, and be practical and cooperstive.

fpecial quaelifications. Not applicable.
BCOPE AND EFFECT

Actlcns, decisloms, and recommendations of ths incumbent affect the
strugture of the agency's organization; the distribution of functions;
the lines of suthority; the policles, staffing, procedures, practices,
oquipment, nmethods, and forms employed; vhich in turn have an impmct
upon sgency operations and overall policies. The scope of the incume
bsut's work encompasses all aspacts of mensgement as related to the
organisational components, functions, and programs of his ares; and on
special assignments agency-wide or interagency. FProper performance of
his duiles and thogse of his subordinates means more effective utiliga-
tion of manpower and economies in time and money, with resultant incresse
in the affectivensss of the mission of the agency in support of the cold
var and planning and transition to hot war conditions. Mistakes or
errors in Judgment would result in delays in shiftiog program emphasis
of the ggency to meet changing world conditiong, hampering operations,
aod unnscesgary expenditures of funds.

MERTAL DEMANDS

In view of the fluctuations in the pubstantive and sugport functions of
the agency and the continmuing expansion of nev programs, s high degree
of ingenulty, originelity, snd rescurcefulness is demanded to cope with
organization and methods problems. The lack of precedence, the clandes-
tine aature of many of the sctivities, the compartmentation os substan-
tive xnoviedge, the rigid security restrictions, the worid-vide nature
of operations, and the wide inter-departmental relationships, make
mentsl demands on the incumbent far beyond those normelly found in

similar positions in other govermment sgencies or private firms.

Due to the multiplicity of management problems and the urgent need for
their expeditious solution, the highest degree of mentsl concentraticn

is required.

Due to the lack of precedmnce in s new organization, the necessity in
many cases for lmsediate decisions, and the occupation of superiors
with top-level policy, requires the incumbent to exercise individusl
inttiative in taking iudependent actions. The necessity for quick
decligive action to meet rapidly chenging conditions cslls for edsptia-
tion of standardized techniques and the origination of new techniques
to provide practical solutions to pressing problems with a minimum of
compromise with mensgement theory.
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The incunbent is required to evaluate situations rapidly and accu-
rately, develcp logicel conclusions, snd take sound and practical sction.
Btringent ines, crash assignments, and difficult perpongllitiecs
gensrete tension and pressure under vhich the incunthent must constantly
york.

PERBONAL WORK CONTACTS

Contacts are made with top officiale of the sgency for the purpose of
developing and stimilsting the wmensgement improvement program, obtaining
concurrences, reconeiling differences of concepts and opipions, giving
sdvice snd sssistance on genersl and specific management problems, and
initiating studies snd surveys, and assisting in implementing recom-
mepdations for improvements. Contacts are made with other govermgent
officiale to obtain their experience on problems similar to the agency's
or of joint interest. _

Contacts are ususlly perscnal or by correspoidence, and frequently are
in the form of s conference of sppropriste officials. BSpecial problems
arise in degling with outside officials due to security resirictions
sod internally because the need-to-know principle is frequently diffi-
eult in its epplicetion. Compartmentation restricts meny officials to
& narrov ¥mowiedge of sgency problems and makes more &ifficult 4is-
cusgions croesing organizational or functional lines. The incusmbent
1s suthoriged to represent and speek for the Chief in his area.

SPECTAL CONSIDERATIONS

Caresr service and rotation requires that the incumbent be familisr
not only with his owvn and other Assistant Management Officers’ area
but alsc have & wide knovledge of all afministrative functions at head-

quarters snd field.
POSITION PROGRESSION

The line of progression upward is from senlor 0 & N exsminer to Assistant
Mapagement Officer, to Chlef, Mensgement Staff, and lsterally to other
progrem areas or sdministrative positions.

DIBTINGUISHING FEATURES

The distinguishing festure from other 0 & M exsminers on the staff
ig the faet that the incunbent is the asslgtant of the Chlef in a
gigtinct progrem eves of the agency, responsible for the mensgement
program and all menagement personnel assigned to the ares.
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